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SUBJECT : Recordéib;anch Reduction of Repozésj@oééé

e

1. This is to report that the Records Administretion Branch,
885 has changed three reports with a resultant reduction in esti-
mated costs of $3,346 and of 261 manhours. o
2. The total costs calculated during the inventory of reports
in September 1970 were: Archives and Records Center —- five reports
with total costs of $28,147 and Headquarters Records Staff -- ten
reports with total costs of $8,099 for an overall Records Branch
total of 15 reports costing $36,246, Our Brmnch goal of 7 1/2% re-
duction was $2,718. e e
3, The Archives and Records Center made a reduction in its
Activity Report (#A&RC-1). They discontinued the daily
| Section of that report for an annual savings of $672 (from
ts past annual cost of $5,032.92) and a savings of 140 maphours
per year. o

a3

4., The Headquarters Records Staff changed‘tw§ Ef itgtreports:

a. The Forms Management Status Report (#RAB-7), This
was reduced from four times per year to three times
a year for an annual savings of $1,800 (from its past
annual cost of $7,200) and a savings of five manhours.

b. The Annual Records Inventory (#RAB-9). This Agency-
wide annual report included much special detail last
year and much of that will be eliminated from future
requirements. Conservatively speaking, the reduction
in complexity will reduce the preparation manhours
by at least five percent, It is estimated this will
reduce that portion of the cost by $874 per year (from
its past annual cost of $17,484.86) and a savings of
116 manhours.

5. We have exceeded our goal of $2,718 by these three changes with
reductions of $3,346 and 261 manhours. Additionsl report reviews are
being conducted and we will endeayar to make Ffurthaw ecnot and manhours
reductions. .
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